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Introduction

Manual Updates/Changes - Fiscal Year 2005

All staff members responsible for identifying and/or reporting Activities/Courses/Programs should review
all sections (Section A-Introduction, Section B-Credit Student Enrollment Reporting, Section 3-Non-
Credit Enrollment Reporting, Section D-Secondary Jointly Administered, Section E-Economic
Development Project/Program Reporting, Section F-Human Resources Reporting, Section G-
Management Information System (MIS) Reporting, Section H-Financial Reporting, and Section I-
Appendix) of this manual for changes. Each section of the manual has been reviewed with implemented
modifications to improve processes and procedures, clarification, and accuracy in reporting.
Updates/changes include:
Section A: Introduction
1. p. A-3, Added Reporting Schedule to the introduction section.

Section B: Credit
1. p.B-4,B-11, Added Grow lowa Values Fund under Economic Development.
2. p. B-4, B-11 One Source Training changed type from Economic Development, to training &
upgrading. Note changed for clarification.
3. p.B-3, B-9, Carecer Academies (Non Grow lowa values Fund).

Section C: Non-Credit
1. p.C-4,Cl11, ABE further broken down to identify corrections activities.
4, C-12, GED further broken down to identify corrections activities.
4, C-12, Adult High School diploma added to Secondary Education section.
-4, C-12, Under Secondary Education added High School Diploma Course Category.
C-5, C-18, Added Grow lowa Values Fund under Economic Development.
p. C-5, C-19 One Source Training changed type from Economic. Development, to training &
upgrading. Note changed for clarification.
p. C-6, C-20, CIP number was changed from 61 categories to 62 categories for Community
Service and Conferences/Special Events.
8. p. C-9, Criteria for determining Eligible vs Non-Eligible added for clarification.
9. p.C-17, Added note to clarify corrections reported in ABE.
10. p. C-17, Added description of minimum of 540 contact hours to ACE.

p. C-
p. C-
p.C
p.

SRR ol

~

Section D: Jointly Administered
1. Added Section to address Career Academies.

Section G: MIS Reporting
1. p.G-4, G-10, Field L, Added “Adult High School Diploma” to Description.
2. p.G-5,G-11, Field X, Added “and Community College Adult High School Diploma
Identification” to Data Element.
3. p.G-5,G-11, Field X, Added “Either the lowa High School Code or ACT codes will be accepted
by the MIS System” to Description.
p. G-6, G-12, Field H, Added 49-53, Grow lowa Values Fund code sets to Description.
p. G-8, Added One Source side file to the year-end reporting dates.
p. G-14, Field L, Added 49-53, Grow lowa Values Fund code sets to Description.
p- G-15, Field S, Added “Adult High School Diploma” to Description.
p. G-16, Adjusted “side” files for economic development and added One Source side file.

PN R
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Section I: Appendix
1. p. -3, Added 49-53, Grow lowa Values Fund code sets to “Special Emphasis.”
2. p.I-3, Added 21, Career Academy (Non-Grow lowa Values Fund) code set to “Special
Emphasis”.

3. p. -4, Added to High School Code Set.
a. “May be reported using ACT, CEEB or lowa High School Identification Codes”.
b. Home schooled students — use local high school code.
c. Ifreporting Adult High School Diploma use Appendix C.

4. p.1-24, Added Adult High School Identification Code sets to include Community Colleges.

Questions relating to the updates should be directed to Chris Evans, Jerry Lamers, and Michelle Wendel.
The Year-End Reporting Manual is available on the Department’s web-site:
http://www.state.ia.us/educate/ccwp/cc/documents.html.

Revisions January 6, 2005

Section C: Non-Credit
1. p.C-10, Wording — changed “assigning” to “using”
2. p. C-17, Apprenticeship, Wording — corrected code set in text from 04 49 04 04 to 04 04 04 04.
3. p. C-26, Local Community Use — code set error
a. Change “Community Service” code set from 04 73 70 22 to 04 71 70 22.
b. Change “Conferences/Special Events” code set from 04 74 70 22 to 04 72 70 22.
c. NOTE: Wording, added word “using” to note for clarity.
4. p.C-27-29, Examples
a. Many Examples were corrected to match state title.

Section F: Human Resources
1. Assignment Codes, Multiple errors corrected.

Section G: MIS Reporting
1. p.G-5/G-11, Field: W — Tech Prep, removed references to “post secondary” this field now
indicates strictly Tech Prep yes or no.
2. p. G-5/G-11, Field: X — High School Code, added wording “Do NOT Mix” as well as indicated
need for leading zeroes to be used when using ACT codes to fill all eight (8) positions.
p. G-15, Field: O — “Developmental” from “development” (typo)
p. G-17, Field: L — Title changed to “Years at Current College” for clarity.
p- G-18, Field: F — Base Position Salary — Part of Field Description was lost, now is restored.
p. G-18, Field: G — “Days in 2 Semester Teaching/Instructional Contract” replaces Data Element
title.

SANNANE ol

Section H: Financial Reporting
1. p. H-7, Part: E, #2 — Building Form #2, year should be 2005.

Section I: Appendix
1. p.I-2, Appendix A — Object Purpose, re-added “22-Not-Elligible” to list.
2. p. I3, Appendix B — High School ID Code Sets, Added example for clarity.

Fiscal Year 2005 Reporting Manual
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Reporting Schedule

Report Due Date

I Fall Reporting
A. Transmittal Form — Data RECOrdS.........cccueiioiiiiiiiiiiiccieeieeceee e October 1
B. Fall Term/Credit Student Information File..........cccoceuiieriiciiiriiinienie e October 1
C. Fall Term/Credit Student Course File.........cccooiiiriiiiniiiiniieeeeee e October 1

II. Year End Reporting
A. Transmittal Form — Data ReCOTdS........cceeveiiiiiiiiiiiiiciieeecete et August 4
B. Year-End Credit Student Information File.........c.cccceveviiciiiviiiniiiiienie e August 4
C. Year-End Credit Student Course File .........ccceviiriiiiiiiinieeieeiteieescesee s August 4
D. Electronic Course Catalog File — Credit........cccuiieriiiiiiieeiieciie et eee e August 4
E. Non-Credit Student Information File...........ccceeeuieiiiiiiiniierienieciesie e August 4
F. Electronic Course Catalog File — NON-Credit........cccccveeiierienienieniesie e eieeieesee e August 4
G. Economic Development Files (260E, 260F, 260G, Grow lowa Values Fund).................... August 4
H. One Source Training FUNd ..........ccooiiiiiiiiiiiece et August 4
I.  Human Resources EMployee File.......ccccoviiriiiniiiiiiiiieiieeceeesee e August 4
J. Human Resources Position File..........ccccoviiiiiiiiiiiiiceeece e August 4
K. Financial REPOITING........cccviiiiieeiiiieeiieeiie e eiee et esite et eestte et eesbeeesebeessbaeensaeessseeessneennns August 4
L. Transmittal Form - Credit Student Award File...........cccocvvvriiviiinieniieiiecieee e September 10
M. Credit Student AWard File .........ccoociriiiriiiiiieeesiesece et September 10

The data files/reports listed above are required to be submitted to the Department of Education. Each
section includes the dates that the files/reports are due to the Department of Education. The community
college should keep a point-in-time file as of the date submitted. This point-in-time must be utilized for
information that is submitted on the CE-4b. The student enrollment data on the CE-4b must match the
Management Information System. Please ensure that edit checks are performed on all data before
submitting it to the Department. Invalid data will require the Department to return the files/reports to be
corrected by the college before “clean” data is accepted.

Send ASCII fixed files via e-mail to: geoffrey.jones@iowa.gov.

Fiscal Year 2005 Reporting Manual
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MIS Technical Assistance Contact Persons

E-MAIL ADDRESS  AREA CODE
TOPIC PERSON @iowa.gov (515)

Management Information System (MIS)
AS15-D, E, and F, Square/Cubic Footage, Administrative ................... Michelle Wendel michelle.wendel@ 281-3550
Allowance for IDED, Buildings and Facilities

CIP Numbers/Identification Code Sets ..........cceeveeruererinienienienieieiene Jerry Lamers jerry.lamers@ 281-4721
Contact Person for MIS (Department of Education)...........c.cccceeeuennenn. Chris Evans christopher.evans@ 281-3671
Credit REPOTTING....c..eoviiiiiieriieiieierieeit ettt Chris Evans christopher.evans@ 281-3671
Data SUbmMittal.........c.ocoieiiiiiiiiiieici e Geoffrey Jones geoffrey.jones@ 281-7967
Economic Development Projects and Programs............cccceeeveneeiennene Michelle Wendel michelle.wendel@ 281-3550

260E, 260F Projects, 260G Programs, and Grow lowa Values.......... Jerry Lamers jerry.lamers@ 281-4721
FINANCIAL .coiiiiiiiiiiei ettt Michelle Wendel michelle.wendel@ 281-3550
Human RESOUICES........cc.uevuiriiiiiiiiiciietesieciteee et Chris Evans christopher.evans@ 281-3671
Non-Credit REPOTting........cc.oeieiiriiiiieieiieieierie et Chris Evans christopher.evans@ 281-3671
Prorate Sheet — CE-4b........cocoiiiiiiiiiiiinieiieeeeeeceeeeeeeee e Michelle Wendel michelle.wendel@ 281-3550
Secondary (Credit, Non-Credit, Jointly Admin., etc.) .......ccecuerurrurnnne Jerry Lamers jerry.lamers@ 281-4721
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Credit Student Enrollment Reporting
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Credit Course/Program/Activity CIP Numbers and Code Sets Summary

USE ALL 8 DIGITS WHEN REPORTING CREDIT ENROLLMENTS ON THE MANAGEMENT INFORMATION SYSTEM

Classification of

Instructional Programs

Identification Code Sets
(Code Set)

Title Educational Functions/Programs By State (CIP)
CIP Numbers Level, Type, Special
Occupational and/or Emphasis, Object &
Subject Specific Purpose
FUND 1 - ACTIVITIES
ARTS AND SCIENCE
Liberal/General Studies 24.010100 03081103
Developmental Education-Math, Science, English, Communications, Other 24.010100 03 08 3103
College Parallel /Career Option
No Special Emphasis Occupational Specific 03061103
Tech Prep Occupational Specific 03 06 32 03
Shared A&S College Parallel/Career Option-No Special Emphasis Occupational Specific 03361103
Shared A&S College Parallel/Career Option-Tech Prep Occupational Specific 03363203
CAREER/VOCATIONAL EDUCATION
Preparatory
Full-Time Preparatory
No Special Emphasis Occupational Specific 03021103
Tech Prep Occupational Specific 03 02 3203
Reciprocal Agreement Occupational Specific 03 02 3503
Apprentice (Non-IDED Funded) Occupational Specific 03 02 04 03
Advanced Standing
No Special Emphasis Occupational Specific 03121103
Short-Term Preparatory
Special Populations Occupational Specific 03 03 09 03
No Special Emphasis Occupational Specific 03031103
Part-Time Preparatory
No Special Emphasis Occupational Specific 03071103
Tech Prep Occupational Specific 03 07 32 03
Career Academy (Non Grow lowa Values) Occupational Specific 02 222103
Corrections
Non-State Facilities
Juvenile —State/County/Homes/Other Occupational/Subject 02 033003
Adult — State/County Jails, Halfway Houses, Rehab. Centers, etc. Occupational/Subject 04 03 3003
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Credit Course/Program/Activity CIP Numbers and Code Sets Summary, Continued

Classification of
Instructional Programs

Identification Code Sets
(Code Set)

Educational Functions/Programs (CIP)
By State Title, Continued CIP Numbers Level, Type, Special
Occupational and/or Emphasis, Object &
Subject Specific Purpose
Contract/Customized Business/Industry Training Occupational/Subject 04 03 47 03
Economic Development
Project/Program/Apprenticeship
Iowa Industrial New Jobs Training Program
260E - (Non-Eligible) Occupational/Subject 03424122
260E - Apprenticeship (Non-Eligible) Occupational/Subject 03424222
Iowa Job Training Program
260F (Eligible) Occupational/Subject 03 4243 03
260F (Non-Eligible) Occupational/Subject 03 4243 22
260F - Apprenticeship (Eligible) Occupational/Subject 03 42 44 03
260F - Apprenticeship (Non-Eligible) Occupational/Subject 03424422
Accelerated Career Education Program — ACE
260G (Eligible) Occupational/Subject 03 42 4503
260G (Non-Eligible) Occupational/Subject 03424522
260G - Apprenticeship (Eligible) Occupational/Subject 0342 46 03
260G - Apprenticeship (Non-Eligible) Occupational/Subject 03424622
Grow lowa Values Fund
260G (ACE, Accelerated Career Education) Occupational/Subject 03 42 49 03
260F (Jobs Training Act) Occupational/Subject 03 42 50 03
260C (Career Academies) Occupational/Subject 03425103
260C.1, Subsections 2 and 3 (Vocational and Technical Training) Occupational/Subject 03425203
260F.9 (Job Retention Projects) Occupational/Subject 03425303
One Source Training
Eligible Occupational/Subject 03 03 48 03
Non -Eligible Occupational/Subject 03 03 48 22
Recertification/Relicensure Occupational/Subject
Less Than Baccalaureate Occupational/Subject 04461103
Baccalaureate Plus Occupational/Subject 04471103
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Credit Hour Reporting Requirements/Procedures

Procedures are to be followed when identifying credit hours of enrollment. Guidelines for determining
credit hours are found in 281 lowa Administrative Code 21.2(13).

Credit enrollments consist of instructional offerings courses, programs, activities in the Arts and Science
and Career and Technical Education areas/Cost Centers. This includes credit offerings in:
1. Liberal/General Studies

2. College Parallel/Career Options

3. Development Education

4. Full-Time, Advanced Standing, Shared, Part-Time, and Short-Term Career/Technical Preparatory
5. Apprenticeship

6. Reciprocal Agreement

7. Tech Prep

8.

Secondary-Postsecondary Enrollment Options (PSOE)

9. Economic Development-260E/F/G, Apprenticeship, Grow lowa Values Fund
10. One Source

11. Corrections

12. Contract/Customized Business/Industry Training

13. Recertification/Relicensure

Department of Education (DE) approval must be received for most of credit offerings. DE approval is not
required for Liberal/General Studies, Developmental Education, Postsecondary Enrollment Options,
Economic Development, Corrections, Contract/Customized Business/Industry Training, and
Recertification/Relicensure. A Credit Program Master, specific to each community college, is maintained
by the Department of Education. Contact the Department if there is any change from the Credit Program
Master Listing of Classification of Instructional Program (CIP) Number and/or Instructional Code Set.

All students that receive credit for completed offerings must be reported on the Management Information
System (MIS). Credit Student Enrollment File formats (Credit Student Information File, Student Course
File, and the Credit Student Awards File) and the Electronic Course Catalog File are included in the
Management Information System (MIS) Reporting section of this manual. Files must be as complete as
possible for each student and for each course in which the student enrolls. Data files are to be transmitted
or mailed to the designated person at the Department of Education and must be ASCII fixed length files.

Credit student data are collected on both Fall Term and Fiscal Year basis. Only students enrolled in a
course in which the 14th calendar day occurred on or after July 1, of this fiscal reporting year or on or
before June 30, of this fiscal reporting year will be included in the Fiscal Year Credit Student Enrollment
Files. The Credit Student Awards File is due September 10, which allows the college to include summer
graduates in this file.
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I. General Credit Instructions

A. Credit Instructional Program /Course Criteria

Credit instructional programs/courses must meet all of the criteria listed below:

1.

2.

Each course must be an organized subject matter in which instruction is offered.

Each course must have a minimum length of 1 credit hour. A credit hour is established at 15 contact
hours and is equal to 1-credit hour/50 minutes. Only the following multipliers are allowed in
calculating the credit hour:

a. 50 minutes = 1 contact hour

b. 55 minutes = 1.1 contact hours

c. 60 minutes = 1.2 contact hours

d. Less than 50 minutes = Not Eligible

Each course must have a syllabus, course description, and condensed outline or statement of the main
points on file at the community college.

Each course must be approved in accordance with the appropriate procedure as defined by local board
policy.

The community college must have a written agreement with the instructor of record, identifying the
conditions of the services to be provided (e.g., contractual or subscribed services agreement). When
courses are transmitted to remote sites, the instructor at the origination site is the instructor of record.

Students must be registered according to the official registration procedures of the community
college.

Student enrollment records appropriate for audit must be maintained for each course.
The instructional program is the first 2 years of college only (lower division courses) as opposed to

upper division (undergraduate level) or graduate (masters and doctorate) level courses. [Authority for
this statement is referenced in lowa Code, Subsection 260C.1(1), "Statement of Policy."]

B. Credit Enrollment/Reporting Policies/Procedures

1. An official school calendar, which clearly indicates the periods students are enrolled and days
when courses are not in session (holidays and professional meetings).

2. Community colleges shall not count more than 10 official days of registration and orientation
immediately preceding a term as a part of the total enrollment for purposes of computing contact
hours for credit students, provided the institution's registration and orientation program was
included as a part of the official school calendar. Registration and orientation days shall be counted
only for students who register prior to or during the official late registration period of the
community college and no later than 2 weeks (14 calendar days) after the beginning of the courses
or programs.
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3. Days on which tests are administered may be counted for purposes of computing credit hours if
they are a part of the scheduled term as indicated by the official school calendar.

4. Reporting enrollments related to course length must be determined are as follows:

a. Courses over 2 weeks in length (14 calendar days). The total registration, less the withdrawals
through the first 2 weeks, shall be counted as the enrollment. All credit hours shall be
recorded for these students.

b. Courses less than 2 weeks in length (14 calendar days). The total registration less the
withdrawals through the first 2 course meetings shall be counted as the total enrollment. All
credit hours shall be recorded for these students.

c. Open Entry/Open Exit, Individualized and Self-Paced Courses. Courses that allow the student
to enter at variable times and/or progress at individual rates will compute credit hours based
upon the individual student's entry date. Students who withdraw in the first 2 weeks (14
calendar days) from the student's entry date will not be counted. All credit hours for the course
will be counted if no withdrawal occurs through the first 14 calendar days. Individualized
courses should be counted as exact credit hours.

5. Enrollment must be determined on a point-in-time reporting basis for the following situations:

a. Courses, which begin more than 2 weeks (14 calendar days) prior to July 1, will be reported
in this Fiscal Year.

b. Courses, which begin less than 2 weeks (14 calendar days) prior to July 1, or after July 1,
will be reported in the next Fiscal Year.

c¢. The withdrawal date for any student is the day on which the student is officially withdrawn
from a course or program in a community college in accordance with institutional policy.
Courses, which students are withdrawn from through the 14" calendar day from the beginning
date of the program or course will not be used for computation of credit hours. Courses which
students are not withdrawn from through the 14" calendar day will have all credit hours for the
course computed. Institutions must record the exact withdrawal.

6. Community colleges must not report more than 1 credit hour for an individual student for the same
period of time. There is no circumstance that can be construed as authorization for reporting 2 or
more credit hours for the same period of time.

7. Credit hours counted for: (a) on-the-job training, (b) clinical programs, and (c) work
experience programs shall be computed on the basis of the actual number of credit hours a
student is enrolled and participates in the program. The maximum number of hours counted for a
full-time or part-time program may not exceed 40 hours per week for the combined total hours
including classroom work orientation

8. Credit hours shall not be counted for the time students spend taking tests that are not a part of a
course or program. (i.e. GED tests, independent testing for licensure boards, independent
screening and testing for business and industry, governmental agencies, other independent
standardized testing programs).

9. Each course and program offered by a community college shall clearly identify the total number

of credit hours, which are classified as classroom work, laboratory, clinical practice, and work
experience. Credit hour identification shall be continually revised to reflect changes.
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B. Credit Enrollment/Reporting Policies/Procedures, Continued

10. Policies for such purposes as late registration and official withdrawal shall be followed when
computing credit hours.

11. Courses or programs that have minor variations in the number of credit hours of classroom
work and laboratory from 1 week to another may have an arbitrary assignment of hours
determined for each term to facilitate clerical procedures.

12. Credit hours shall not be counted for staff development/in-service training sessions for
employees of community colleges. This includes full-time or part-time employees and volunteers
who are serving in the capacity of instructors, tutors, teacher aides, or recruiters for the college.

13. Holidays when students are not scheduled for classes shall not be counted when computing credit
hours.

14. Days when professional meetings are held and classes are not scheduled shall not be counted when
computing credit hours.

15. The day when commencement occurs may be included when computing credit hours, if this day
occurs during the period in which the student was registered for a course or program.

16. Extended field trips offered as eligible credit courses/hours in which students are officially
registered shall have hours computed by counting no more than the number of classroom work and
laboratory contact hours that are equivalent to the number of credit hours assigned to the
experience.

17. Independent Study, “To Be Arranged,” courses must record all arrangements between the
instructor and students indicating when the course actually met and documentation that all Credit
Instructional Program/Course Criteria are satisfied.

18. Courses offered as Distance Education must be taught by instructors who have a written
agreement with the community college that is granting the credit and transmitted to students at
remote sites via audio and/or video telecommunications technology (i.e., web based-internet,
satellite, and/or lowa Communications Network-ICN).

a. Enrollments can be eligible for the general state aid (state general aid funding distribution
formula) if they qualify under specific instructions contained in the credit hour enrollment
reporting procedures and the Instructional Program/Course Criteria.

b. Offerings by a consortium of community colleges shall be reported in a uniform manner.
Students must be enrolled by only one community college.

c. Report credit hour enrollments of students in programs offered via distance education in
conjunction with other institutions of higher education. (Regents Institutions, community
colleges, private colleges, universities, and subscribed services).

19. Home Schooled Students must be reported on the MIS (Fall Term/Credit Student Information File

and Credit Student Information File-High School Identification Code Set) by utilizing the local
school district code and school code or ACT code.
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C. Specific Program/Student Reporting Procedures

1. Advanced Standing Career/Vocational Education Programs Code Set Type 12

Advanced Standing Programs are those programs that require completion of another program before a
student is eligible to enter. These programs are to be identified by an Identification Code Set Type-
Program, Course, Service, and/or Activity of 12 rather that by a CIP number.

2. Apprenticeship CIP Occupational Specific Code Set 03 02 04 03

Apprenticeship credit courses/programs that are not funded by lowa Department of Economic Development
Programs (260E/260F/260G) must utilize the code set of 03 02 04 03. (See Economic Development for
reporting apprenticeship programs funded through 260E/260F/260G). All apprenticeship programs must be
registered with the United States Department of Labor and the Bureau of Apprenticeship and Training
(BAT) in accordance with the National Apprenticeship Act. Students must be registered apprentices with
the Bureau of Apprenticeship and Training. The Department of Education, with direction from BAT, will
inform each community college of their approved apprenticeship programs.

3. Career Academies CIP Occupational Specific Code Set 02 22 21 03
(Non-Iowa Values Fund)

Career Academies are credit programs designed for students who are still enrolled in a secondary district
and are taking postsecondary courses for occupational preparation. The student may also be receiving
secondary credit. These are not Postsecondary Option Enrollment (PSOE) students. The career
academies may also be meeting the guidelines for Perkins Tech Prep Programs.

4. Contract/Customized Business/ CIP Occupational Specific Code Set 04 03 47 03
Industry Training

Course/program enrollments, other than 260E/F/G economic development training, provided by the
college for business/industry are eligible for the state general aid (state general aid funding distribution
formula) and should be included in Credit Student Enrollment Files. NOTE: Credit student enrollments
must be included under the “Registration Type 1= contract training/services.”

5. Corrections
Juvenile CIP Occupational Specific Code Set 02 02 30 03
Adult CIP Occupational Specific Code Set 04 02 30 03

Credit courses/programs/activities developed to enhance life skills, and academic and/or employability
success for individuals who are criminal offenders, juvenile, and adult offenders, and who are residents of
a county, state, private, confinement, rehabilitation, and/or correctional facility should be included in the
credit hour reporting. All credit hours generated by corrections individuals are to be reported in these
codes sets.

6. Developmental Education - (Math, Science, English, Communications, Other)
CIP 24.010100 Code Set 03 08 31 03

Enrollments in developmental education must be identified in an Arts and Science Program on the MIS
Credit Student Course File (Field Letter S-Developmental Course and by the Field Description of the
Identification Code Set, Special Emphasis 31-Developmental Education). Colleges must provide the
course name and course number of all developmental education courses, to be identified by the college as
one of the five-identifiers/subject areas to the Department of Education.
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C. Specific Program/Student Reporting Procedures, Continued

7. Economic Development See the Economic Development Identification Table Below

Credit courses/programs delivered by community colleges through economic development initiatives
include Iowa Industrial New Jobs Training Programs (260E), Iowa Jobs Training Programs (260F),
Accelerated Career Education - ACE (260G), Grow lowa Values Fund, and Apprenticeship Programs. All
community college economic development programs must be included in year-end reporting. On-the-job
training experiences in these programs are considered employment and shall not be included in any of the
MIS reporting files. Additional specific reporting requirements for economic development
projects/programs are included in the Economic Development section and Management Information System
(MIS) Reporting section of this manual.

Iowa Industrial New Jobs Training Programs (260E)

Assists businesses that are creating new positions or new jobs in the State of lowa. The community college
district in which the new or expanding business is located issues training certificates (bonds) to pay for the
training costs. 260E courses are not eligible for state general aid, but must be included in the MIS year-end
credit reporting files.

Iowa Jobs Training Programs (260F)

Fosters growth and competitiveness of lowa’s business and industry by building workforce skills and
expertise. Customized training programs are developed for new or current employees.

Accelerated Career Education - ACE (260G)
Supports the development or expansion of educational programs that address critical workforce skills.

Apprenticeship Programs-Funded by IDED

Apprenticeship credit programs funded through programs identified, as 260E/260F/260G must utilize the
code sets issued below. All apprenticeship programs must be registered with the United States Department
of Labor and the Bureau of Apprenticeship and Training (BAT) in accordance with the National
Apprenticeship Act. Students must be registered with the Bureau of Apprenticeship and Training. The
Department of Education, with direction from BAT, will inform each community college of their approved
apprenticeship programs.

Economic Development Program Class.lficatlon of Identification Code Set
Identification Table Instructional Program (Code Set)
(CIP) Number
lowa Industrial New Jobs Training Program
260E (Non-Eligible) Occupational/Subject 03424122
260E — Apprenticeship (Non-Eligible) Occupational/Subject 03424222
Iowa Job Training Program
260F (Eligible) Occupational/Subject 03 4243 03
260F (Non-Eligible) Occupational/Subject 03424322
260F — Apprenticeship (Eligible) Occupational/Subject 03 42 44 03
260F — Apprenticeship (Non-Eligible) Occupational/Subject 03 42 44 22
Accelerated Career Education Program - ACE
260G (Eligible) Occupational/Subject 03 42 45 03
260G (Non-Eligible) Occupational/Subject 03424522
260G — Apprenticeship (Eligible) Occupational/Subject 03 42 46 03
260G — Apprenticeship (Non-Eligible) Occupational/Subject 03 42 46 22
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C. Specific Program/Student Reporting Procedures, Continued

Grow lowa Values Fund - Workforce Training and Economic Development Funds
A workforce training and economic development fund is created for each community college. For more
information and clarification of eligible use of funds refer to 260C.18A. Projects in the areas of
information technology and insurance, and life sciences, which include, but not limited to, the areas of
biotechnology, health care technology, and nursing care technology:

a. Accelerated Career Education - (ACE) Chapter 260G

b. Jobs Training Act-Chapter 260F

c. Career Academies - lowa Code 281-47.1 (260C)

d. Vocational and Technical Training (260C.1, Subsections 2 and 3)

e. Job Retention Projects (Iowa Code 260F.9)
Enrollments are to be included in the Credit Enrollment Files (Credit Student Information File, Credit
Student Course File, and Credit Student Award Files). A separate Grow lowa Values Fund-Workforce
and Economic Development Funds Information File is to be sent to DE for year-end reporting.
Additional specific reporting requirements for economic development projects/programs are included in
the Economic Development section and Management Information System (MIS) Reporting section of this
manual.

Classification of Identification
Grow Iowa Values Fund .
Identification Table Instructional Program Code Set
(CIP) Number (Code Set)
Accelerated Career Education - (ACE) Chapter 260G Occupational/Subject 034249 03
Jobs Training Act-Chapter 260F Occupational/Subject 03 42 50 03
Career Academies - lowa Code 281-47.1 (260C) Occupational/Subject 03 42 51 03
Vocational and Technical Training Occupational/Subject 03 42 5203
(260C.1, Subsections 2 and 3)
Job Retention Projects (Iowa Code 260F.9) Occupational/Subject 03425303
8. One Source Training CIP Occupational/Subject Code Set 03 03 48 03

CIP Occup./Subject (Non-Eligible) Code Set 03 03 48 22

One Source Training is the partnership of lowa’s 15 community colleges to deliver training on a statewide
basis. Enrollments are to be included in the Credit Enrollment Files (Credit Student Information File,
Credit Student Course File, and Credit Student Award Files). Additional specific reporting requirements
are included in the Management Information System (MIS) Reporting section of this manual. Note: If a
student is enrolled in a course due to more than one funding source (ex. One Source and House File), the
college does not need to split the credits between the two funding codes. The student needs to be reported
in the course under the funding stream for which the course was offered, when submitting MIS data.
However, the student must be identified individually on files H and I pages G-16 and G-17.

9. Postsecondary Enrollment Options (PSEO) Included with Postsecondary Enrollments

Students enrolled and receiving secondary credit in a secondary educational institution as well as enrolled
for college credit are included in the Credit Student Enrollment Files (Credit Student Information File,
Credit Student Course File, and the Credit Student Awards File). Enrollments are eligible for state
general aid and must meet the Instructional Program/Course Criteria. Enrollments must be reported along
with the postsecondary enrollments in the same courses/programs.
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10.Recertification/Relicensure
Less than Baccalaureate CIP Occupational/Subject Code Set 04 46 11 03
Baccalaureate Plus CIP Occupational/Subject Code Set 04 47 11 03

A. Less Than Baccalaureate Occupations
Designed for individuals employed in occupations that require less than a four-year degree
and who are required to be recertified or relicensed (e.g., chemical application).

B. Baccalaureate and Above Occupations
Designed for individuals employed in occupations that require a four-year college degree or above
and are required to be recertified or relicensed, which does not lead to an additional degree (e.g.
Education, Health Care Providers, Lawyers, Insurance, etc.).
Note: Utilize this category for reporting Nursing and Health Care Providers regardless of
their level of education.

Renewal — Education Certificates

Community colleges may offer renewal college credit courses for those educators desiring to
renew an educational, professional teacher, professional administrator, and area education agency
administrator license. (282 lowa Administrative Code 17.5,6, and 7).

Community colleges may offer renewal college credit courses for educational, professional
teachers, and professional administrators, which does not lead to a degree but which:

a. Adds greater depth/breadth to present endorsements held, or

b. Leads to completion of requirements for an endorsement not currently held.

Credit hours generated from course offerings in renewal licensure are eligible for inclusion in the
general state aid provided the Credit Instructional Program/Course Criteria are met and the
following criteria:
a. Course offerings were developed by the community college as opposed to being developed
by a four-year institution or area education agency.
b. Course offerings that do not lead to graduate credit (masters and doctorate level courses).

[Authority for this statement is referenced in lowa Code, Subsection 260C.1(1), "Statement of
Policy."]

11. Tech Prep Programs

Combines at least two years of secondary and two years of postsecondary education in a non-
duplicative, sequence of course of study in an occupational area. It strengthens the academic as well
as the technical components of the program. Students must be tracked for placement and/or future
education at both levels of instruction. Enrollments must be identified in the Credit Enrollment Files
(Credit Student Information File, Credit Student Course File, and Credit Student Award Files).
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D. Tuition Rates

Authorization to determine tuition rates for instruction:

1. Tuition for residents of lowa shall not exceed the lowest tuition rate per semester, or the equivalent,
charged by an institution of higher education under the State Board of Regents for a full-time
resident student.

2. Tuition for non-residents of lowa shall not be less than the marginal cost of instruction of a student
attending the college.

3. However, except for students enrolled under lowa Code 261C, if a local school district pays tuition
for a resident pupil of high school age, the limitation on tuition for residents of lowa shall not apply,
the amount of tuition shall be determined by the board of directors of the community college with
the consent of the local school board, and the pupil shall not be included in the full-time equivalent
enrollment of the community college for the purpose of computing general aid to the area
community college.

4. A lower tuition for non-residents may be permitted under a reciprocal tuition agreement between a
merged area and an educational institution in another state, if the state board approves the
agreement. [Statement is referenced in lowa Code, Subsection 260C.14(2), "Authority of Area
Directors."]

5. Colleges may charge resident tuition rates to residents of one of lowa’s 8 sister states. As
authorized in the Code of Iowa 260C.14(14). Each college (merged area) board may have its own
policy on whether to give the preferential resident rates to such students.

6. lowa Department of Education correspondence dated November 16, 2000 Summary of Community
College Tuition Issues Provided to the Community College Presidents — November 2, 2000
President’s Meeting states “The policy on student residency status for the purpose of establishing
tuition and fee charges within lowa merged area schools were developed in compliance with
administrative rules 281-21.2. This uniform policy states “a person classified as a resident shall
provide resident tuition costs.” Thus, a community college may charge a resident tuition rate and a
non-resident tuition rate; a differential for international students within the non-resident tuition rate
is not permitted. A community college may not charge a non-immigrant alien a different tuition
rate from that of other non-resident students. Non-immigrant aliens are generally those who are in
the United States temporarily and intend at some time (doesn’t have to be immediate or even near
future) to return to their homeland. Immigrant aliens may establish residency the same as United
States Citizens.”

7. Residency requirements for the determination of residency and non-residency tuition rates must be

in compliance with the lowa Community Colleges’ Uniform Policy on Student Residency Status
(state board approved June 7, 2001).
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Non-Credit Student Enrollment Reporting
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Executive Summary

The Adult Education Deans and Directors, along with the Department of Education, reviewed
changes to the Non-Credit reporting requirements reflected in this manual. This group annually
reviews the manual and forwards proposed changes to the Presidents. The Presidents will then
forward their recommendations to the Department of Education for approval. The college’s
Independent Auditor is notified of all changes to the reporting manual.

The following points serve as the basis for determining the reporting criteria:

1. For a course to be eligible it must meet the following:
a. Be organized by subject matter in which instruction is offered.
b. Be a minimum of one (1) contact hour in length.
c. Have a syllabus, course outline, course objectives, or detailed course description on file
with the appropriate office in the college.
d. Have on file a written agreement identifying the instructor of record.
Courses not meeting one of the above criteria are not eligible for state general aid.

2. The following course/activity/program categories are not eligible for state general aid:
a. Courses that lead to a high school diploma awarded by a secondary district
Alternative High School
Drivers Education (agreements with the secondary district to report enrollments)
Corrections
Adult Learning (gaining knowledge/skills to enhance function in society)
Leisure/Recreational (wellness, self enjoyment, hobby, etc.)
Nursing Home
Non-Occupational Food and Nutrition Classes (homemaker)
On-The-Job Training Hours (non-supervised work experience)
260E Activities
Community Service (Do not report to DE)
Conferences/Special Events/Meetings (Do not report to DE)
. Staff Development/In-Service (Do not report to DE)
Tests (GED, CLEP, ACT, Nurse Aide, Etc.) (Do not report to DE)

PR AT ER e A O

3. Courses intended for students under 16 years of age will not be eligible for state general aid,
unless state mandated/state recognized/state approved or court ordered/referred.

4. ABE, ELL/ESL, GED preparation, and Community Rehabilitation Programs (Sheltered
Workshops) will be reported up to a maximum of 60 eligible contact hours per person per

quarter, not to exceed 240 eligible contact hours per year per student.

5. High School Diploma course enrollment will be reported at 60 contact hours, which is
recorded at the time of enrolling, with a maximum of 5 courses per semester-300 hours.

6. Alternative High School hours will be reported up to a maximum of 60 contact hours per
course with a maximum of 5 courses per semester-300 hours.
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Non-Credit Course/Program/Activity CIP Numbers and Code Sets - Summary

USE ALL 8 DIGITS WHEN REPORTING NON-CREDIT ENROLLMENTS ON THE MANAGEMENT INFORMATION SYSTEM

Educational Functions/Programs
By State Title

Classification of
Instructional Programs
(CIP)

Identification Code Sets
(Code Set)

CIP Numbers
Occupational/Academic

Level, Type, Special
Emphasis, Object &

and/or Subject Specific Purpose
ADULT/CONTINUING EDUCATION (NON-CREDIT)
Adult Basic Education
Basic Skills (ABE) 32.010100 04401104
Corrections — Juvenile 32.010100 02403022
Corrections — Adult 32.010100 04 4030 22
English Limited Language (ELL/ESL) 32.010900 04401104
English Limited Language (ELL/ESL)-Citizenship 32.010910 04401104
General Educational Development (GED) 53.020100 04401104
Corrections — Juvenile 53.020100 02403022
Corrections — Adult 53.020100 04 40 30 22
Community Rehabilitation Program 32.011100 04401104
Secondary Education (Including Adult High School Diploma)
Adult High School Diploma 53.010500 04411104
Secondary High School Diploma Course (Non-Eligible) 53.010500 02411122
Alternative High School (Non-Eligible) 53.010600 02411122
St./Fed. Mandated, Recognized, Court Ordered/Referred
State/Federal Mandated
Child/Dependent Adult Abuse Mandatory Reporting 61.200000 04431104
Environmental Auditor 61.100000 04431104
lowa Course for Drinking Drivers (DUI) 61.090000 04431104
Parenting Skills/Human Growth & Development 61.160000 04431104
Reserved Peace Officer Training 61.170000 04431104
State Recognized
Driver Safety 61.080000 04441104
Coaching Authorization 61.040000 044411 04
Drivers Education
Secondary Districts Not Reporting 61.070000 044411 04
Secondary Districts Reporting (Non-Eligible) 61.070000 04441122
Hazardous Material 61.110000 044411 04
Hunter Safety & Ethics 61.120000 04441104
lowa Course for Driver Improvement (DIP) 61.060000 044411 04
Mine Safety and Health Administration (MSHA) 61.130000 044411 04
Motorcycle Rider 61.140000 04441104
Motorized Bicycle (Moped) 61.150000 04441104
School Bus Driver 61.180000 04441104
All-Terrain Vehicles 61.210000 04441104
Watercraft/Water Skis 61.220000 04441104
Court Ordered/Referred 61.050000 04451104
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Educational Functions/Programs
By State Title

Classification of
Instructional Programs
(CIP)

Identification Code Sets
(Code Set)

CIP Numbers

Level, Type, Special

Occupational/Academic Emphasis, Object &
and/or Subject Specific Purpose
ADULT/CONTINUING EDUCATION (NON-CREDIT)
Enhance Employability/Academic Success
Career/Vocational Training and Upgradin . .
(Note: Use CIP Numbersg on thepl)\%on—Cridit Course Master) Occup/Subject Specific 0404 1104
Apprenticeship
Apprenticeship (Not 260E, 260F or 260G Funded) Occupational Specific 04 04 04 04
(Note: BAT approved-CIP identified by DE)
Corrections
Juvenile - State/County/Homes/Other (Non-Eligible) Occup/Subject Specific 02 04 30 22
Adult - State/County Jails, Halfway House, Rehab. Center, etc. 04 04 30 22
(Non-Eligible) Occup/Subject Specific
Economic Development
lowa Industrial New Jobs Training Program (260E)
260E (Non-Eligible) Occup/Subject Specific 04 42 41 22
260E Apprenticeship (Non-Eligible) Occupational Specific 04424222
Iowa Job Training Program (260F)
260F (Eligible) Occup/Subject Specific 044243 04
260F (Non-Eligible) Occup/Subject Specific 0442 43 22
260F Apprenticeship (Eligible) Occupational Specific 04 42 44 04
260F Apprenticeship (Non-Eligible) Occupational Specific 04 44 44 22
Accelerated Career Education-ACE (260G)
260G (Eligible) Occup/Subject Specific 04 42 45 04
260G (Non-Eligible) Occup/Subject Specific 04424522
260G Apprenticeship (Eligible) Occupational Specific 04 42 46 04
260G Apprenticeship (Non-Eligible) Occupational Specific 04 42 46 22
Grow lowa Values Fund
260G (ACE, Accelerated Career Education) Occupational/Subject 044249 04
260F (Jobs Training Act) Occupational/Subject 04 42 50 04
260C.1, Subsections 2 and 3 Occupational/Subject 04 42 52 04
(Vocational and Technical Training)
260F.9 (Job Retention Projects) Occupational/Subject 0442 53 04
One Source Training
Eligible Occupational Specific 04 04 48 04
Non-Eligible Occupational Specific 04 04 48 22
Recertification/Relicensure
Less Than Baccalaureate Occup/Subject Specific 04461104
Baccalaureate Plus Occup/Subject Specific 04471104
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Educational Functions/Programs
By State Title

Classification of
Instructional Programs
(CIP)

Identification Code Sets
(Code Set)

CIP Numbers

Level, Type, Special

Occupational/Academic Emphasis, Object &
and/or Subject Specific Purpose
ADULT/CONTINUING EDUCATION (NON-CREDIT)
Community and Public Policy 44.050100 0448 11 04
Family/Individual Development and Health 19.010100 04491104
Adult Learning (Non-Eligible) Subject Specific 04511122
Leisure/Recreational (Non-Eligible) 36.010100 04501122
Local Community College Use Only: (Non-Eligible) Do Not Report to DE
Community Service 62.300000 04 717022
Conferences/Special Events/Meetings 62.310000 04 72 70 22
Staff Development/In-Service Subject Specific 04 73 70 22
Tests Subject Specific 04 74 70 22
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Contact Hour Reporting Requirements/Procedures

All contact hour (non-credit) Adult/Continuing Education student enrollments must be reported
via the Management Information System (MIS). The Non-Credit file format is included in the
Management Information System (MIS) Reporting section of this manual (Non-Credit Student
Information File) and the Electronic Course Catalog File. Data files are to be transmitted to the
designated person at the Department of Education and must be ASCII fixed length files.

I. General Non-Credit Instructions

A. Non-Credit Instructional Course Criteria

Non-Credit instructional courses must meet all of the criteria listed below:
1. Each course must be organized by subject matter in which instruction is offered.

2. Each course must have a minimum length of one (1) contact hour. One contact hour is equal
to 50 minutes of instruction. Following are illustrations of how minutes of instruction are
converted to contact hours for reporting purposes:

50 minutes = 1 contact hour

55 minutes = 1.1 contact hours

60 minutes = 1.2 contact hours
Less than 50 minutes =Not Eligible

oo

3. [Each course must have a syllabus, course outline, course objectives or detailed course
description on file at the community college.

4. The community college must have a written agreement with the instructor of record, for
eligible courses only, identifying the conditions of the services to be provided (e.g.,
contractual or subscribed services agreement). When courses are transmitted to remote sites,
the instructor at the origination site is the instructor of record.

5. Each course must be approved in accordance with the appropriate procedure as defined by local
board policy.

6. Students must be registered according to the official registration procedures of the
community college.

7. Student enrollment records appropriate for audit must be maintained for each course.

8. Courses intended for students under 16 years of age will not be eligible for state general aid,
unless state mandated/state recognized/state approved or court ordered.

Fiscal Year 2005 Reporting Manual



SECTION C: NON-CREDIT STUDENT ENROLLMENT REPORTING — Page C-8

. Non-Credit Reporting Procedures

10.

Non-Credit student data is collected on a fiscal year basis. For courses which bridge two
fiscal years, use the following procedure to determine in which year the data is to be reported.
a. If the course starts on or before the 16th of June, report it in the current fiscal year.
b. If the course starts on or after the 17th of June, report it in the next fiscal year.

Community colleges must not report more than one (1) contact hour for an individual student
for the same period of time.

Determination of eligible/non-eligible status for all courses and student enrollments is to be
based on the intent and content of the course (see flowchart-decision tree).

Contact hours counted for clinical programs and work experience programs, under the
direction and supervision of an instructor, must be computed on the basis of the actual
number of contact hours a student is enrolled and participates in the program. The maximum
number of contact hours counted may not exceed 40 contact hours per week.

The following course/activity/program categories are not eligible for state general aid.

a. Secondary High School Diplomas Courses and Secondary Alternative High School
Drivers Education (agreements with the secondary district to report enrollments)
Corrections
Adult Learning (gaining knowledge/skills to enhance function in society)
Leisure/Recreational (wellness, self enjoyment, hobby, etc.)

Nursing Home

Non-Occupational Food and Nutrition Classes (homemaker)
On-The-Job Training Hours (non-supervised work experience)
260E Activities

Community Service (Do not report to DE)

Conferences/Special Events/Meetings (Do not report to DE)

Staff Development/In-Service (Do not report to DE)

m. Tests (GED, CLEP, ACT, Nurse Aide, Etc.) (Do not report to DE)

T ER Mo e o

Independent study, “To Be Arranged,” courses must record all arrangements between the
instructor and students indicating when the course actually met and documentation that all
Non-Credit Instructional Course Criteria are satisfied.

Open entry/open exit, individualized, and self-paced courses will report the total number of
contact hours that students would have received had the course been offered in a traditional
manner. Examples include: self-paced programs operated by auto tutorial, online course
delivery, and other non-traditional methods.

Total registrations less withdrawals through the first two (2) meetings are reported as total
enrollment in courses with multiple sessions.

Contact hours reported under Adult Basic Education (ABE), English Limited Language
(ELL/ESL), English Limited Language (ELL/ESL)-Citizenship, General Educational
Development (GED) test preparation, and Community Rehabilitation Programs are considered
eligible and reported up to a maximum of 60 contact hours per quarter attended, not to exceed
240 contact hours per student per year.

All contact hour (non-credit) student enrollments must be reported via the Management
Information System (MIS).
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C. Determining Eligible vs. Non-Eligible

All non-credit student enrollments are required to be
included in the year-end report, unless otherwise
noted by the Department of Education. However,
not all courses are eligible for state general aid.

This flowchart-decision tree is to be used to
determine eligibility for courses that are not
currently identified in this section of the manual.
Consult the General Instructions section of this
manual and then apply the flowchart-decision tree to
the left, considering the intent and content of the
course.

If a college requires a CIP number to identify a
program/course/activity not listed on the Non-Credit
Course Master, consult the Adult Deans & Direc